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ESERrrs . . 



I - Public Speaking -and 
.Platforiii Presentations 

When /he dtaamtiji ownple^ his introduction, 
^irnsaql qpeaksyour nan^, ami y<m ^nd to ti^gin 
yoitr Jl^s^Utkm it -Mng^w fkst ceal 
thrill of realizii^ ytm Imve a i^w and excttk% 
is n^m on e^ nwHs p^^ul 
^thantteipokmwi^^ Bfetiowtanre bewbom^and 
fnatioA^ iiave*l)een ^te^^d-timHi^ ttiis power. 




Whole pc^lations throu^ the centuri^ have 
faithfuBy ami dwx«itly followed rd^ious, phil^ 
oi*icaI, and poUttcaLleaders - Ck^ o, Savo naraTa. 
Witlston€hiif€biU« Abrdiam Cinccrin, Martin Ciither 
Kii«,.^ himdreds of others - all gifted wiUi the 
power of elocytk>n. 



II — Purpo^^Ljirtd Objectives 

of 4-H PUBUOffl^ESEWTATIONS^ 

. To y<m*^>eak ind d^nonstrate raore ef- 
fectively in order to ach^e the ob^twcs^'of your 
projects n^ile teachif^ new Petite aiid techniqws to 
otiiers, ^ ' 
"^.To pr^iate^ou to ^e puUic pr^nt^ticms of 
y<mr prc^ram, i»^ei^ts,^and actmt^ to mf^Htn 
flie wd en^Hi^ge contiw^supiKHt <rf 4-H 
in ymir c^mnuni^. 



vj^j 



Ml — llirM Methodf 
of PyblfC Pre^mtatfon 

A. 'nieFom^'Spe^A 

A q>^h pmen^ witlMRit visu^^dp. The pur- 
pos^tte fomalpp^iA is to inform, t6 pemiade, 
to entertain; to l^imutete tuition m further intereit 
in a tc^ic of c<»nmunsty^i^^. 

Sin€« it k more ffi)«^t to hold *e attention pf 
an aurttence wttl^t flie use of vimials, the forms^ 
^;»e^ j^uires more atten^m to ccrforful tai^ia^ 
and rhetorical devices tfian the jtfuftrated talk or 
demonstration. It contab^ liteian^ i^f^nces, 
poeby, quotations* wt aiKl hum<^, bnagery, Al- 
tiicm^ th^ devices may be imed in all thr^ 
methods, their at^sei^e will not be noticed as much 
when visual material is add^ to the presentation.^ 



The formal ^ecb is used for topics or situations 
whkli^o not lend thenmselves to^ other methods. 
Demonstrations of tllusti^ted talks r^uire more, 
platform ^ace* When deciding which method to 
use, the topic usually settles the matter quickly. 
However, some-iyrojects are adaptable to ail three 
methods: "How to-i?e-a good shopper'* ^ "How 
to beautify your home with flowers'* - *'TTie plea- 
sures of holdback riding.** 

The i»eparatjpn of material for the formal ^»^h 
gives excellent trainii^ in wntii^ themes, e^ys, 
personal letters, and reports of varimis Bnds: in^ 
bis INSTITUTES Of ORATORY^ Quintilianf the 
Roman ^cat(»r, quotes Ciceto on writing: 

"At f^aids thme aids whkA mi^^ ^pply for 
Qurs^^it is die pen iriuchtsings the most labour 
and the ^ost prdfit** 

In die many 441 pto^iU and ^tivitks there are 
Imiit^ mimbm of topks fw fmnid ^[h^i^ 
whic^ can be {oef^nt^ at scluxd (^b n^eetii^, 
^^^s^diurch i^o^^s^civk clubs, and ^puecial 
eveiiU. In ^Utmi, for tiembas fnlsr^st^-in fiir-^ 
tter ^&rd<^ment of tt^k peaking ajUUty; tocai, 
state, and naSmal ^>€^^ a>nteste j^ovkle wortii* 
white awards.'^ 




B. The niustrated Talk 

A q>^h presented' for the same purposes as the 
formal ^ech with the addition of visual aids such 
as charts, pictures, slides, models, or, posters. The 
speaker may re^ on visuals as much as rhetoric in 
this mediod. Audience attention i; easier to hold, 
^nce the visuals allow for more ^owmanship. 

^^n^ illustrated talk is used when the purpose is 
to ^dve a more vivid impression and to stimulate 
greater interest with the audience, 

When-persuasion is needed, illustration adds ef- 
fectiveness. ' 

When teaching ir the purpose, illustration adds 
effectiveness. 

When selling is the purpose, illustration a^ ef- 
fectivemss. . - -^--^ 

The illustraM talk ^ould be used by 4-H mem- 
bers wten die topic is suited the method and 
wl^n iMiysk^'arrai^meni^ alkm. 

For t^ be^^nni^ sped^ ^ illustrated t^4s 
esi^ ttM.d^ fmnal ^e^ dem6tistratk>n. 
Ttore mfe no U^m^ t^minok^es to trip the 
^i^M to^^, mA vmiais provkle an attenticm 
^nter aw^ fimn^^ Mvous MC^hyte sfieate'. 
This m the b^ ^thod for yom^ memtieri in 
ibepnnti^ ^^tice fm puMic pr^entatiom. 
— TI^ ^eate diouU fic^fw 0^ ^ne principles 
for good ^e^ Writii^ in cblt^ti^ material for 
^ an ffluMipted Fewer wc»^ tmif be us^ and 
' ^nt^^es MiOTter bM nme d^crtpttve, imt ,the 
t^dc wtitne will foOow i^c mxm pattern as the 
formal sp^ch. . 

A i^eA ^^ntittoi u^i^isual aids is IcMwn 
to ^^i|p^ ^^abm m •'^ow and Tell." This 
W0^^^ m tel^ ttm tte iljtotrated talk 
m ^tt^^tow^tew^ j^ s^R^iiQ, how to nudce 
soiMtiug^ a* fOfl^tl^ w<Hks: 

I^w to ^e Brei^^ Ride a Hai^, Repair an 
AuttH^Mfe. . ^ • ^ 

Tim is tkB l^<^tc^.inetiiod in teaching'-^ 
^is ttmbt^tkHU pto ^momitBtion, The 
endi^s^ kirftoi a (^x^i^M ^oduct. I'he ob{ec- 
tive m to be able to ^y to your aidi^^^: Now yoti 
can do . ' ^ • 

demonstration method 4-11 members 
to *^lBMn by ^ii^^ ^ odiers^to ^eam by watch* 
ing."_ • 

^ in tf^ odier metluK^ ^e dem^istrator is 
also m^k^. a ip^fa, ti^re?d^ the mae ^h: 
princifd^ of wood puUk ^^kii^ ^ould be used* 
^ In of^ reject thts.o^thod is the most challei^i^ 
of tlie three. Exs^ and s^ifkaUy^^ identifyii^ 
wotds mti^ be f^m^, mooth-flowii]^ and'' 
ncHHlistn^tir^ gestom are required* *Thingam^i|^ 



1^ 




wofCl office. NomeHc^alure is a basic requirement 
for the -demonstralon Constant i^foie^e to tiie 
latest dictionary, Rogei's Thesatmis and books of 
antonyms (words of opposite me^mi^) and^^n- 
onyms (words of simflar meanis^j Will be of great 
assistance. ^ 



strained vocal CM^ns, ^otherimpediments. check 
with your i^y^cian. * 

Pi^tice breadiing deeply from the^Qhragm as 
you r^at {^^a^ of poetry or certain pninses to 
be emjAa^^ in your plantation. Try making 
ycHtf Y<H<^ m^e^uslc^^'^ saying a few wc^ds at 
a different level than yot!r natunil pitch. 



IV — Basic Principles m 
of Public Spewing ^ 

liti^ -da^icai prif^ies of effect^e public dis- 
ctmrm fmnulMt^ 1^ Amtotle and pr^ti^ in 
ancien| (^e^e Hst tiie Speaker, The Sp^h^ ai# 
ijlie AMdiei^. Y<mr sic^^ on the imblic platform 
^ a^p^er wfll depend on how well you KNOW 
YOUWELE, KNPW.YOUR SUBJECT, AND 
KNOW YOUR AUDIENCE. 

A,l^%»eaker ' ' 
^ Analyse your abilities, skills, and limitations as 
you b^n^ pr^p^rii^ your^spt^h matenal. A brief 
* study of the voca! mechanic c^n gieatly tmpfo^ 
ymr peaking abtltty. The pnq)er*and effective use 
of the yec^ apparatus is very inq)ortat|t (o the 
^cc^ofycOTip^^ eir<^s.A sensational topic 
of cuAiq^Mmtere^, comirtetely researched and well- 
wr^ten ^no'^mrant^ of succe^ if you neglect 

Jii^m ^^tm^^f your voice while practicing 
igj^%Mm* L^m to rftape toe lips for ^per 

the toeadi fm pleaamt- 
C^i^tmte m the re«>na- 
orat md i^^l amities* If you 
nee of breathine^, hoarseness, 
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As you practi&e, a friend to critique your pre- 
^'^tationv^ehem^ in a laige room or aucUtoriuin 
;^th your crttic in the i^k row^o mAe ^ire you 
are projectile your vofcfe property. Cleat, precise 
bflfe^tion ^^t^h soun<te is nec^s^ry if you 
iroh to be heanl and uitdersloodln rooms witii im- 
/pidect 2u:oustics. Increa^ng-tf^ volume pf your 
wte4s^iw>t always the answer. Itnteed it can con^ 
piwnd the problem by creating unwanlSthi^erbera- • 

1 Devote sonie time to posture, ge^ures, facial ex- 
p^sstons, body movements. EIimii|ate any| un- 
pleasant manneri^s winch might detiact f ronpr your 
^p^h. - 

^tand erecft^ Make^ aH y€«r body movements^ 
•^ii^eful, smoo&-flowije, and ^prc^rMe to your 
stalje^ients. On ^e platform you aie ^ways aftum- 
i|ig the role of an actor, to seme extent, therefore 



. your Vacial expressions and gestures should be 
broader and slower than in person to person com- . ' 
tnunication. ^ \ ^ * 

. X ^ 

6. l%e Speech ^ 

Learn as much abcnit ypur topic as possible. If it ^ 
is related to your 4rH projects, you may feel that 
you already Icnow enough to write a speech with 
little research. This, wilt priiikWy_ *e a foutine ' x 
tq>eech . The more you know abdut your aibject, the 
easier it is to dtsoever a fr&h approach, a ne^ and 
excittm angle, showing originalitx' and creative 
thinki^. ■ , • . 

¥niat are the proper steps to take? 

Firsts put down a few baste ideal about the sub-' 
ject' then ^art reseaivhing for new ideas to help in 
preparation of ycmr ^ech outline. Your mfQor ob-^ 
jeafive here is to accumulate enough information ^ 



for 4 speech muc| longer than the one yoVplan to 
gresent. This allow s pleq^ of opportunity for edit- 
i'njB^ to tjie most ^fecti^ length. 



, Communication requifts^ a^ender and a recewr. 
The more you'lyfioW about your audtenee^ the more 
effecthre^our communication. • • ' 

The-eloser you come to meeting the needs and 
interests of your aijdieiKe.the more isuccessful you 
^iUbe. ^ 

Knowing the composition^ knpwWge,- dtills, apd 
attitudes of your audieiids wHl guifoyour^s^ction 
of words, phrases, anecdotes, and even^i^^ 

Kjiowifig your audience will j^re ya^coflw^nce. 
;Tliey^ Wjai/"pot be **a «a of ^a^^ faces" 
wanfaf fraendiy^, receptii^ ^mpi.^ peo^Jelas in- * 
terest^ in listening as you a^ in pflgsetifipg./* , 

' ilow ^CNrtain Aud^nc^ Ii^mation 

~i7l*ersoiuil Inquiry 

•Adc you club leader, ^rit,^llowmembers 
Visit with the chairman of the or^f^ption. If it*s 
a civic club, learn about tiiefr actiyities projects. 
Ch e ck newspapers and m^az i iies for o t^tstan djng 
work they ar« doing in the ^^nmunity. This it a 
good technique for ittentt^t^tting operio^*: "I 
noticed in the morning impiei'^t your president 
has-been honored as/Man^^f ti^ Year" If your 
piesentatipn is given at an annud eveiit «ch as 4-H 
AWARO^ NIGHT, include ^>^flc reference to the 
occa^on: ^ 

V - Preparatton of the Speech . 

A. Se^ti^ fte toi^. 

The 'fq?fe *ouId refle<ft y<mr major interest in 
communis affairs, school projecte m hobbies. 
' First con^deration diould be your audience. You 



may be giving the ^ech a number of times for 
civic blubs^^hool groups, 4-H meetings* county 
and state ^events, and peAaps even national events. 
Although 441 taemb^s-4iave bianche out widely 
iff tte past few yestKS fw ^echlopics, it is not 
.advisable to attempt a subject .^ond your know-^^ 
!edge and expOTence, ^ ^ - 

J A list oC iopics from recent ^tate' events is in- 

^^d^ indhe i^pendix. # 

-Tb& ttu^sted.T^. The/(opfc should relate to 
your projects or ^tivites^Thfe b in keeping with 
^e purpose and ob|ectivef of ttfe public pre^nt^ 
tion prc^ram. Select the toifRf best aiited to ypur 
.^c9eets,youV talents and to the illustrative method. 

.,r-Tl\e DefiHm£trition, The tc^ic is usually related 
7 to youf projects and ^ould certainly be one you 
can p^m urtth ^atest ease. If ymj have several 




choices, cj^ck first with' yojji>feafler, to ^^ee how 
many^ otheri^i^em90str^mg in the same catego- 

In prd|yH:o gain broader experience, change^^our 
d^pKTfistratiorn topic from year to year. Change 
yoHT method of presentation; give a formal speech 
one year, an iHusffated talk the next, and -a de- 
monstration the third year, or vicfe v^rsa. These pr^ 
^ntations may very well come from the same pr^ 
ject or activity. ^ \ * 



\ B. Coifecting Speech Mat 

\ Ose-3 x 5 if^e^-^afis for 'jotting down ideas, 
(^otalionsJ re^renceS, names, statements, places, 
* etc. ^ ^ ^ , 

^^^yt z separate card for each major idea or^ction 
in ycnir speech. Number and xlate your cards in the 
upper right hand tom^\ On one Jine use a do Je 
symbol for ^e pl^e in your ^>eech where you in-^ 
tend to u^ this mateiial. Iq the- visual aids section, 
cards are u^ to iudicate ymiStzatioii. 
Always lecord very carefully y<mr source of in- 

' formation:< book, magazine^ publkher^ date, page 
mimber, author^ and library, card humber. DO NOT 

• TRUST YOUR MEMORY! / . 

Sources of material should be your own k^w- 
ledge and experience. ' ^ 

Before going anywhere else for information, jdt 
downpour own and thotf^ts on ^b^ct\ 
Ateo, write mX briefly ^^t you think y<m want to 
state in yo^r speech. 'Ms mtportant for two* 
Te^ns: ft can add oii^iiality whtoh m^t ^t l<^ 
if 5^Sirstart.^oting too many wlsicte $oun:es ^nd 
it can serve as fStimuhisto m^hy channels you^wtlT 
want to explore inf search 6f new inaterialr 



Your leaders and fellow mjembers. 

Much labor may be saved if you find someone ' 
who has given • a p/eseritat^n on the sahie or a 
similar topic. 

School and public library. Check the Readei^^s 
Guide to Periodica^ Literature for current informa- 
tion. Talk with the librarian about the topic. Browse 
through the card index sectioh lopkhig for unusual 
angles. . 'Study the encyclopedia, almanacs, news- 
pa^et^.^Jtad«-aridTm5fe^^ 

^ • A new source of materiaj for H>eech stpdy and 
speech pi^paration is available^ from several univ^r- 
sities. . The materiaj consists of recorded tapes, 
video and audio, and films of great men and wo- 
men appearing ^s- speakers, participants in public 
forums and priyate interviews. Excerpts from these* 
sources-can add dramatically to your presentation. 
Authorities on the subject: 
TTife is your i)est source for excitir^, up to date, 
IWing informatiorf tijat can make the difference be- 
tween a routine and a dynaniic presentation. 
^ There b an authority so^iewhere on any sufcgect 
you may select. M^y of thdm may be within tele- 
plro^^^isl;ance. Oth^ers may re^nd to a letter ask- 
ing for a usable <|bote,a comment, or ah answer^o 
a*question y^ am wwk your speech. The^ 
autftqnties can be loat^' throu^ your^^state 

- unhferaty, focal ai^ state government agencies or ' 
your school ^ church officials. 

: 'C Ctetfintag tfie %>eech. 

Use a s^ndard outline form to. keep your main 
points and suppt^ting matoial in propeKotder. Ar- 
vsx^ iSX caidi of your collected materiars|n order 
of ^IpShs^ce'^nd select three or four maj^ head-* 
inp wd m6v€ them to one side. ^3 
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From these main points select four. central 
thou^t or main contention. Exactly, what is it yo^ 
) want to say in tilts spe^h? Wri^e it down on scratch 
paper, rephrasifigr' it ^eral hf^es befcM* starting 
^ your Outline. ^ 

^en you have the central then^jrell in niind ♦ 
you are ready to synttiesi^, your speech; that is, 
putting all your ideas together in k^cal sequence. 
This is* done 4n three steps: ^ 

t. Start wiUi-your subject sentence. 

This may ^ titte of your speech. It is xour, 
central idea^hic^ hxsMs together all other ideas to' 
pfcnnote your pujTK^ «i gw 

2. Phti&c the main headii^s in ycHir outUne which 
relate to b^r and directly support and ex- 
plain the subject ^^enc^/ 

3 . Select sn^ write into the <mtlme the subhe^. 
and^ supportii^ n^iterial. . . 

. .With tl^se senl^ic^ aid phrases on paper you* 
are now kioleing at^our speedi <mdtne. . 

D. lifting tf^^^eedi 

The tntrottactiM two pain furpo^: it) 
to get die attentira of the mAm^^ and (2) ^ ^te i 
' the |^ii^>se of the WH^fe^^^at&n- 
.tkm of tte i^iei^ ^tii^ pitpoie you 
^o Au^tt wt^t ^i^^^e.ea^^ tte ^p^^. 
Wtft^tte use of <mtsm^k^ m^ itetm^tf ^f«ic» 
y€m let ^ aU<Bef^ knW fli^ you ar^ ^ good 
4»^er. , ^* . ' 

, f^x^yixr y^r^f very (^tfutly t»ef<m ^'^pn^ 
the tntrnductton. if ^ 4^^a^c^^ 
^ to spi^^ vm U. U bt ^h^^ - tew^ mtL^ 
« A ^^itf<mi«tf "^c^m^l^^ the 

b^i^ ^im B bmMkig^%^^^ to he ftep^ wt^ 4 

^Ite ftmtoo^mt .^te of tf^-Am^ 
^ \ip^i^OTra[ive^mt^^^in^iii^^iotfbf^ 



f^cm^^ tophi 

tJse Acwman^^^htft^nidte it Mm^ i^teftiUy 
ated effectively wifli the s^^ purpose ot^ycHir 
pi^^efit&^»i. ^ 
:^ftenti(m^ett!]% t^lyi^ues: . \ 

tie ^my, anecdote^ jote,«orpersc^ re&i^Me. 
Be' sui^Ut rela^ #^t^ to the ^»^^/if your 
puipose ^ toraterto, may^of cpurse, ex|Hu^ 
diis technk|t^. M the 4-H Ment {»rogran it would 
be used extei^ely ^^rcm^Qut a pie9«4taf ion 

Persona] refii^nce. ' . 
' If a dftmatic incklent in your own Ufe relates to 
your tqpic» 1^ ttih.in your inUt>duction. Exaoipfes 
would be Mving a fife, wimiii% a national 
or meetfa^ a f^c^s persoil. 

Referral to someom in the audience. If the 



chairman or .a, member of the au^^ce shares your 
hobby, call the nafhe; Tliis ^es you prestige sup- 
'port frimi the b^innif^/ .1 , 

Reference to the f^ace or occasion. 
'\ . . here in this historic building."' 

Reference to the preceding ^aker. 

When you are orte of several speakers it is partic- 
ularly serendipitous if the q>eaker has closed with a 
remMc that leads to your opening story or state- 
ment. This often happens, (See Appendix A,) ^ 
* ' • » 

The Rhetorical (^estion. This is a qtiestion asked 
by the ^aker ijf^erely to arouse interest in the 
audience. An answer is not expected. H7is used 
' freely by ministers, lawyers, and in^irationpl oca- 
' tors, it is one of the mest eff'^ive devti^esof the 
per^sive speaker and can ei^y be adap^ted to the 
fcumal^eediythe ttlustrated*taHc or the^emonstra- 
tton - . N , ^ /■ 

It can be staple: '*Do your frieins'' lau^ when 
y^ ^4(^ |o^t^ out y<mr*oWfi im^cmie tax?** 
It op be cc^i^ptex: '^t|pd^^^uid g^tl^^imi, let 
Minse pose a ^^^ida: we^»i% M^hi^^ug 
opn^s^at/^#flietk, l^ad by a ^ki^Btcal^^ 
le^i^^^^ the fDOt ano smog and pemiciou^ 
pcrfhitton St^^ ^^^ie u$ io <^lh? I ^ we * 
notf 1 si^ we ^^^9 to tite po^ fi^c^row and 
vo^ ^ n^^iy'fof^ to stb|r i^^^pi^t of- 
l^d|^ d^mcteji ^qpic^ m^mm^ e^neer- 



mtek^ wi^ 

^bm^ fMtfi to 

fi^^ and mit 
toi^asdd 
^'Drm^i^c 



the ttiMfeet^ic^ aimv^. A 
to hk oii^^rtsmT ^ . . . 
crflt^ tiri trftetitioh vi^ w^ 
usT^fto will UM bsT An un- 
^nt^^t^idh^ b^^^n his 
on ttie froiit j^v/ r^^oi^^ied 

offfl^^e^.^y 

crio^^ woii t S' a i Hl po et ic^ p ^u^ 
, flie teafttakif^'txcrtemem of 



r ^^01^ in a lifetime 0irfi| ^f/the 



tose«^o#^ 
NatioMt 4M Co^ess. 
SOTt, jtppfc^^ fe quotations from literature,^ 
hm erf* ^at men, caif add dramatically 
to your intiochtctiM^ 

St^^ tile Puipose and Tran^tion to^tiie body 
of thf^sp^di. 

yfhm yp^ have ^ined the full attention of your 
jmdkm^, to |he body of the ^ech with a 
tmndtional 'i^mse: 

**l intend to i^ow you soine outstanding ex- 
^jp4es of the gr^t good b^ii^ d|ne witfe^Oiese 
youQi #velqp|nent projects^ f , • " 

State ymir pui|^^ ^aily and succinctly, . Be sure 
y9Uf aud^iK^ knows e;c^tty what you intend to 
^ witfe fliis presentation. ^ 





M^or points mi^ H ^fi^&m^' 
By x^^m^ Bi^^ls m types^ of j^taa^v^^^^. 
gmnehf^T^ow^ tor p^Hi^ eriwK^^l or! 
flowm to b^t^ Ae t^jdSke. / 

^HM^mAy. 5tai|te to c^^^^x. &tq? tqr step.; 
Foilida^i toiira^^^. i ' . 

tte thf^ or fiHS* kl^ <»t ii^arate 

In the f<mnal ^^A, t^ p^f^>se wll betoen- 

midfe^to ymirv^i^nt^ — . ' ** 
Jn tte ttyi^^^ ^mbsst^ttoo ykmr 

Und^ "Hi^. mm iN^ik^ 5pi i^w tiamfer 
to ^»e^ o^tiqid; sde^ ftmi^ sup- 

' . Now. fluit y<m have your mfyar pqkts outliiti^ 
with stpfKSt^ sta^^ts^ ycm 11^ readjrtor ef- 
P^ive, ,wloffiil lai^i^. • 

First, ctedi yoiiiL wcabiilMy* fE2«:h tii^f y<m 
^e a new p^entatimi i numNr of w<Hds to 
vo^itakoy. EacA tow toplii wfll j^fe new 
wor^^lUs pn^^ will mJce you a m^^n^ inteiest- 
ing perscm ^ a s{^d^. Hei^ 91^ spme sug^tions 
for vocabulary tHJilding. 

Ev^ tinpe you come acr<»s a \4ord:,in your 1^ 
seari^ mrt kikwn to you ^heck thfe definition and 
pfofiunastfbn jmmediately . Make itjypur own word 
s by »yii^iipverafew,tmies. . ^ ** 



^ ^eckii^ cteftnitions, re^ few^ woMs 

finr^^ in y w dicttonary. Yoa1i4>e surprised how 
"many wmds you ean ^ toyour vocE^tary in jiwt * 
a few mtoifi^ witfi tfife i^tfce. You may v^'Se 
m^t^ at how interring the dictio;iary rc&y is. 
. ^ li^nlctf Mwwctfdsftqm otter ip^^ when 
-ymt hear one, jot it down - look it ^ >;i 

N<S^ how f^t»^^ \ S^lflfr* PQP«S> 
in y^r le^ii^ soonlrfter you^ve le^^^ its mean- 

Look these wwls:* i^w^i^, y^iative.^ 
*Ypu'y lik^ hear or see thenr several ttines iji the 
neyttew wgeks^ ;\ • " — ■ — — r • - 

^Oton*t he^tate^ to use myttisyllable wards. Tliey 
are ^^b^d^ firfn,^ sturdy st^^ftr that give a - 
^i«ch a ^lod ficH^tion. Stow fl^ you JcTOW 
their meaning and prmilWMe.^em pwperty and 
your ^ience will imj^e^^, ^ well as in^ 
proved. - ' 

^ 'su^ of your pronunciatioSi Ch^fc every word 
about which -there is ^ dwbt.The ^^orre^t" 
p»o^7^uf^iation of ^.^word. is that u»ed by most 
^ eAicated people in yiHir commvmt^^ area. Mai^ 
WOTds have ^teniate pronunptottons. You.may say 
TO-MAltTO if you wiA - **just scrtnds funny 
V you'te the only ji^e ^4ng it.%n't say *.*chick" 
for chic (SHEEK) or *fcfi«r (SMEF), Access, 
orr^ui^ befter » (AK-SESI^ORYJ. > 

Spell outdifAcult words pjtonetieflly,.as we have 
cRme heri^ ,% ^ 

^Mn^ it Is not t^lut^ essential for all 
4-H presentations, it is adv^ble to write the speech 
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in full. This is the oriiy way you c^n/tomrruct 
powerful, colorful, dynaijnic, effect^^^hrases that 
lend ^rength and powe^ to your^ted purpose. 
The speaker who uses hothtM/more ttian a few 
cards of short statement^ wU);^t impress the ^di- 
«nce. To give your spse<[Minity, emphasis, c<^er- 
euce, and dramatic effeizfiveness, you must write it 

in full / 

Refer to your Ust>6f rhetorical devices: figures of 
speech, Roget's Thesaurus of words and phrases, 
antonyms end synonyms, Bulf inch's Mythology, 
Bartlm's Quotations and poetry anthologies. 

The use of figures of speech, allegory, metaphor, 
. simile, irony, humor, and onomatopoeia add tone 
to language and also hmrcny^iphony, style, and, 
, reson. ^'^e to your speech. A study of some of the ' 
greaf ^et ih^ listed -in the appendix will show you 
* splendid examples. Re^d some of V\e pa^ges aloud 
to yourself. * . . * 

Working with rules of logical structure and sequ- 
ence, simple to complex/small to lar^, from one 
authority to two to diree, you no«c b^ia co fill the 
oufline until you have a complete and conv^cii^ 
speech ready for a»conclusion. • » 

The CoiidiMon. This part of your ^ech is just 
as important as the introduction. Its purpose is to 





restate your major points in some form of sum- - 
m'ary vAich will leave your audie^ with th|.4eel- 
jng that diey have rearaed something. 
Some helpful hints for closing. ' 
Don't give away your closing. ** . . anditow*4n ^ 
closing . ' - "just on^or two" more-poiats/^ 

Don't ruin a^^cb with apolc«ies: "Fm afriTd 
IVe talked much too long." You probably have! 

In me formal speech^a-story, quotation, or pfer- 
^onal experience 4s often^ used ta dr^aatite^thr 
ffli^ purpose of-*lhe ^)eech and to leave the 
audience in a^ium^^lea^nt, thoughtful mcK>d. 
■ Eoi^ ^TUustrated talk and demonstration the 
most effective dosing is often visual only: mcKiek ^ 
ii^ the ^rmfnt, starting ^ motor, lipid ing a big • 
slice of delicious angel food pike high for the 
audience to see and savor ^ _ _ * 

One ingenious team of 4*H fabdsdemonslratprs 
performed at a local civic club luni(ha3n ^nd passed 
around their hot buttered biscuits te^ audience. 

The startlii^, colorful visual is good for closing. 
A poster, cartoon, or siide with a humdrqus twist 
is always an audience pleaser. 

Close with a strong, powlrfully^ worded state- 
ment. Spend a lot of^im'e rewriting and practicing, 
ims part of your spec .h. It can be the most im- 

portaht,p^rt. — 

Memorize the closii^ if you wish. Many speakers 
memorize both introduction and .close. This g»ves 
confidence \^hmJJ^mo^ needed. N6 gro^g ^ 
for words at ^l^srcritrcal pointsf . - 

- % 
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Summarize, In *th^ ^formal speech this is not al- 
ways necessary. It more im^yortant for Olustrated 
tklks ind dfemonstratiom. p , . / 

. * Should there be questions fwaMhe audience? 

•This depehck on the situation! In ^nte-4*lLgro- 
grany^tinie is allowed fo^uestions. If the presenta- 

ti^^^ven for a gene^au4i§teelBS^3?T^J*^^^ 
of a contest, this part mayH&e elimmated. However, 
you shoiild always be prepared for iju^stions. Ut. 
elude this in your practice sessions: 



an individual slide, or chart. A glossary of technical 
terms is found in the app^dix. - 

There are W^cral reasons for using visual aids. 
The first one is to attract attention orhei^teri in- 
terest. Sometimes, they simply entertain. Many 
• talks become much mor,e interesting to the audience 
just because pictures in some form have been added. . 
It is even quite possible fop a particular visual to 
have no definife relationship to ^h'at is being said; 
but interest is created and maintained by that 
visual. . > , • : 

A second use of visual aids is to help explain or 
tp make clearer. Often^all the explanation in the 
world cannot equal the value of a good 'picture or^* 
chaft to ^ow exactly what you mean. Visuals help 
avoid misunderstaiijdings about wha^ '^u ay- 
ing. ^ 

Visual aid^ are al«b ysed to span k... ^nd space. 
The flowers you gfew last summer can be brought^ 
to a winter meeting by pictures. The hwse you 
framed can come up to the second floor meeting 
room on a slide. % , ^ • 
Visual aids can be ifsed to create a moorf or a 
feeling. The use of psychedelic materials foi; un- 
usual ligbtinfr effects by rock musicians is one^ex: 
am^e. Other A^suals^medij^tely tell the audience 
that this is a i)r ^fc«idn(al,"l»isiness-like'demoi)stra' 
tion or thii is^oing to be 9 thought-provoking talk. 

Lastly," visual aid$ tell the audieKce abput fo\x. 
If theV are nost%ic .or sentimental, you^will be con- 
sidered so. If they arp new and fresh, tlte audience 
will think of you as fre^ and interesting. If y^oii.are 
careless iiv their produ^tioiH your concern about 
your subject iri^t be queStibnedV • * 

Remember, visuals^hav/ a' language .(^theiroWh 
•an^TJeep|e who*have been brought up jvitb televi- 
sion, filmsiahdajjher v^ual stimuli become "visually 



VI — Preparation and Use 

of Visual Aids in Pubttc Presentation ^ ^ 

Visual aids can be of great\assistance to better 
comAiunication ia most forms of public presta- 
tions,- Illustrated talks, demonstrations, television, 
motion pi^tutes, exhibits^ and floats'afe examples 
of the sorts of presentations tliat use visual aids . 
to great effect. In some^ases, such as posters and 
unmanned exhibits, the entire communication is ^ 
achieved visually. ^ . ' 

In this publication the words '^visual aids" are 
used to describe a mediun^such as sli^s^, flannel-^ 
board, ^ flip charts. The word "visual is used to 
describe each element in the particular medium, as* 




literate" at an fearly age. 



VII - Types of Visual Aids 

I The first and often neglected visual is'y^wrand 
the«setting in whicK you ar^making /our presenta- 

.tioA. People do look at' you, and your appearance 

* will often influence thfeir attitude toward your mes- 

' sage^ For .exi ipl^i to get across flic point that 4-H 
is wi|h it, you stiould ^^^"^ clothes of the latest 
fashion. -When you p. as ^^onstration, 

w^earing an apron sho\. tiiL you know lum to 

'^i'ess in th# kitchen. Being overdressed can be aNi 
Tnuch a problem as being improperly dressed. . 

Thp settirjg in which you pi-form also can have ^ 
either a positive or a negative effect on yoUr ef- 
fertsT There may be distractirtg Dackground, or the 

'area may be entirely urtsuited to youf presentation. 
Slides shojuld be.shotfiTii^ a properly darkened 

^hoom. You may not always 1>e able to change.the 
setting, bi>t,yoUf appearance "can be keyed toyour* 
message.^. * " » * . 

the secon^typf of visual aid is the photograph. • 
Pictures may ^fe^ -Ased as "prints for exhibits, flip " 
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charts with^^airgroups, i5r as projected materials ~ 
with groups of 43 or more. Good pictures are easUy 
obtain^ with camera or scissors and help empj^jlsizft: 
the subject or your presentation. 5v^*.> 

You might want to paint a word picture, so that 
^eryone's imagination can constrifct his own visual. 
Once you have shown with a picture exactly what 
it is you are talking about, you have tied it down to 
this and oirfy this. .You must decide wh^tiier you 
M^ant the audience to c&njure up a picture of a hairy ^ 
•dog, or whether you want to show with a photo- 
graph, "This is my dog." You may use a picture of 
a dog to represent all dogs. 

The second drawback is the use of visuals to 
show the obvious. This is i:alled the bus, plane, and 
train syndrpme: ' ^ 

'i came here today by bus" (picture of a bus), 

"I came here tdday by plane" (picture of a pljyie). 

**J came here today by train" (picture of a train). 

A third type of visual, aid is the graphic. By this 
we mean charts, lettering, jnd some forms of art. 
These, too, are used in many Torms, both projected 
and actual on flip charts, flannelboards, chalkboard, 
and others. Examples of graphics range frpm pie 
charts and bar graphs to psychedelic posteVs and 
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lettered messages. Additional impact is often ol> 
Jajn^d by-jnaking tf»e lettering do double woric as 
ip the word expanded, or learn ing, . 

better 

^ for . : . * 
steps 

Of course', the real thing or models of the real 
. thing are ako visual aids that cap be used ef- 
fectively in certain^ circumstances. If the objects are 
small, they should riot be itsed with tirge grpups. 
Mounted insects would be 'fiftr with just a few 
people sitting around a tuble, but a projected §Hde 
would have to be used to show themr^ Jai^ 
groups. - . . ^ 



yill — Planning Visuals ^ 

The first step in planning is to decide which 
' visual aids suit the message. Assuming that your 
* message ^s tailored to the audience, your visuals 
^will alscy fit the, audience. The aids slfould also 
be appropriate to the event or conditions under 
which^ou are showing *them. It they are* to be 
used/for atlembnsjtration, 6ne set of conditions pre- 
vaifi. However, if that demonstration is to be pre- 
/^nted on televisioji, then certain restrictions come 
intp play. The ToUoWii^ chart su^ests visual 
selection as jo audienci ^ze and event. _^ ^ 

As an example of visual planning suppose, in 



^ VISUAL Aid 
Flannel, nnapnet or loop bokurd 



Chalkboard 



VISIBILm STAApARDS 

Lettsrtfig-1% td 2 ind^ hl#i, 
% indk thick* ' 
Graphk^-M^ty undarttood 
from30to40tait 

Lattaring-1% to 2 inches high/ 
as thtek «(*can be made with 
soft chalk. 



ADVXI^TAGES 

ACjsn build ci#ifv«y graphic final 
picture wiitti its etafii^hte, i<e, milk 
compofiefib can be added to 
a^rtOQshape. - 

Ewt to use^^Little advance prepare- 
' tion. ^ 



flip charts 




Ov^Md Transparency 



Motion Pictures 



' Reirf Thing or Models 



Letterinp^VA to ^inc^es hi^, 
!tim^lAik:k. ^ 
GrapliNSMastly readable from 
30to40feet ^ 

8 X 10 or larger with matte 
finrsh. 



Lettering-5 lines^ 15 to 20 

Use doscHipi with long and 
medium shots of rMl thing. 

L^tering^% inch high on 
transparency. 



Lettoring-S lin«, 15 to 20 
letters per line oh original. ' 
Use ^ose-ups with long 'and 
medium shots of reel thing. 

Limited use due to variations 
in size. Check each usege. 



Hi^h qiiality visuals can be pro- * 
duced in advance. Can reveal one 
point at a time. 



Can pteture the real thing. 



Most versatile. C^p^ow many 
-to 'obtain. 



Cimixiild up or stirip away parts 
for grMt ^fect. Can write on during 
projectiop. 




Can add motion when necessary, 
Complete package with sound. 



3<liflien«onai objects and size re- 
lationAip can be shown. 



your photop-aphy project, you wi^ to dp a de- 
monstration on developij^ negative black-aniwiiitc 
film. You decide tha^ yott will be doing this for 
your club (28 members), a contest {les^ than ten, 
counting judges and friends), and-ferfups, televi- 
sion. 

After looking at ihe chart, yj)U decide to use live 
objects and flip charts. Because of the chance ^for 
television userthe flip charts will be^nade horizon- 
tally- The live objects will be equipment ,used in 
film developing, and the charts will explain the 
process. If the demon$tration were to be given to. 
a large group, slides of the equipment and the 
process could be used. ^ 



The second :Step in plaiminjg visuals is to decide 
how much information is to be put on each one. 
This can best 6e accomplished by usiiig the same 
cards that you used in planning your demonstration. 
Hext to what you^will be ^aykig print i)i what you 
will be showing. This can be either a description or 
a drawing^ the visual, or in the cisc of lettering, 
the actual letters to be used. ♦ , 

Once you Have shown all the equipment needed, 
with appropriate' remarks, you mi^t then go 
through 'the process, using the lettered flip charts 
to aid the e>^pianation. Each step in the developing 
f oould be doYered, but the message diould bg boiled 
down to basic information. Step frin the developing 



DISADVANTAGES 

^ Matarials oftan sl^ off. 
• Raquiras bcmd, ti^ti and 

quality artwork, t^arge p&tt$ 

oftan gat dog aarad. 

Writing oftan hard to laad 
Linaa too thin for good 
visibility. Hard to maka 
good drawing^ ''on tf^ 
Massy. ^ 

-jOfMi diffHHitt totmanipulatt. 

^in f^iar in aasat pad - 
qutraste tntardiaaL Can't 
changa saquMca in fml. * 

Ejipansiva to gathigh quality 
prims aspactatly in ccick* Must 
ba pamd around forvmnrtAg. 

Raquirai (tark room, pro^etor ' 
and screan, (^nqtbe^itM 
on during promotion. 

. *Naadsiargaseraan anglad to , 
:^smova kaysionif^ Room 
nfutst hava hif^ «^ing to 

Ma bottom of scraan. ^ 

^% 

Expansiva to produca. Ra- 
quiras much aquipn^t, skilt " 
andiima. 

Oftan too small to ba taan. 



BEST USES ^ 

Talks and dMionrtrations for 
groups of 3b and unSer. 



Talttt md damcHmrattonslfor 
groups of SSand uncter. 



loni^ 



^EMAflKS ^ 

* Gootf for talavistoniMl? ma 
horizontal 'forniat Msar 
laam to marripulaia iha.vlsuals 
-for a smooth job* ySj 

. <? ^ - - - 

Usyoft dialk. Colors* add int^^ 



TaBu and damonstratkms for Good for TV if h<Aizontal and color- 
groypr of ^ and unda r^r-^ — n pdpar is usad. * 



Exhibits whara tha audimca . Should bamou^ntad on haavy card- 
can grt do^TV* if horiion- * tioard. 



Talks fdr larga grouj 
if horizontal.* 




Ramota projactor niakas affectiva 
prasantation pacing. 



Talks for madium sized groups. Transparanctas tand to hava too 

' nnich cramnMd onto tham. 



Talks and damonstrations for Good for TV* if standards (16mm- 
targa groups. ~ - - 24^) ara mat. 



Talks and dai^onstfations for 
sn^l grouf^? £xhfbits. TV. 



Tha sansaof touch and taxtura is 
^laad. 



*For TV UM iti rtitvant iiiformttion mutt fall witt^n • tubular ar^ i^^mtwhat imaiiar than the visual. Actual siza of 3Smm slida fhcw- 
irH) portion that wilt ba taan on TV, Sama ^lloff occurs with photographs and othar flat vlnials bacausa tha TV camara focusai intida 
tha OMtar adga of tha viaualt. Varticals may not ba usad. Talaviskm picture Is 3 yni^ _ 
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mi^t be; , « . ^ • 

''Agitate the tank gebtly in a circular rngtlon 
about S seconds of each 30 seconds. At- the 4nd' 
of 9 minu ter (depending on the ^^veloper), pour 
the solution into a clean, empty jar. When pouHng, < 
tip the tank only sli^tly at the start,"- 

Sine;;;; ^ou ^11 be saying mc^t of this in yjour 
demonstration, it' is annece^ary to put it all on 
the ch^t. If you decided to put many steps on pne 
chart, you may only letter ^'S^Agitate." If you want 
a cl^art foj^^ step, you:inight letter; ^ 

**8-A^te ' i 
* ^ (5 each 

30 sec.) 
Develop for < 
9min. Pour out." 



or 



8-Devejop 
for 9 min. I^tate 
(5 sec. wdi50s^.). 

Pour^t^-^'^ 



/ 




How much^ ietSiH^ can be put on one chart? 
The planning chart ii^ieit^ a tetter size of ^ to 3 
inches hi^^or good visfl^iy*. On a 2^ x' 28 inch 
piece of cardl^oard time wffl ^ toom fm about S 
lines witfi 1 5 to 20 letters per line lauding sp^^. 
Any smaller^ed tettering may not ei^y r^d by ^ 
the kudk...d. Kempnber, a vmi^ must be vmUe. 
TljfrfollowingtaWte tgtot^^ie^ l e tt e r ^ — 
i^BSiA fine thickness. 



UTTER SIZE FOR VtSffilLlTY il^^tMMING 
QOOO LIGHT, 6000 lYiS, AND 60C» €»LOR 



20fNt 
300 fMt 



UttirSzt 

3-1/2 inGlin. 



UfltTMeknM 

1/84nGh ., 
11/16^neli 

• « IIMIU 



The third Step ih planitii^ is the overall-appeM-- 
ance. What colors are most effective? If the visuals^ 
are fdt television, ^ in the exaniipk, a li^t blue 
or green cardboard would work weU with dari&er 
'colors.f(»^ the letting. Additio!ii3%npact is creat- 
ed when several cojoi^ are us^. Avoid white board 
whether or not it is for^elevi^on. • .. . 

Colors are more interesting* Us^^^olors thathelp 
tell the mess^^e. (A, listing of most\i^bl# colors 
follows). " ' ' A 



a>LOR COMBINATIONS FOR VISIBILITY 

( l> Uadcon|yi^lioW 
ii^} Uackonl 

( 3)^1loW-oyj^ on navy Wue 

( A) Bottl^^^n oh wtiite 

( 5) Scaite^^Km white 

(6) Blaz on white 
* { 7) Navy bhie on whiti* 

( 8) White on Uue 

{ ^ Yeikw-prai^oi black 
: <ia) White on bbdt* 
'(11) Wiite on bottle green . 

(12) White on scariet-^d 

(13) Wiiteon purple * ^ 
' (14) ^rple vif htte ^ 

{ 1 5) Navy blue on yellow 
^ (16) Navy blue (H^o1Bnge 
( 1 p Ye&iw on Waal 
{ 1 fey^Scariet-fed on yellow 
' ^ * ^nfellow on navy blue 
^30) Puiple on^y^ow 
Purple on cmff^e 

(22) White on femendd green 

(23) Bottle peen on yellow 

(24) SpaHet-red on oiahge 

(25) Emerald green on white r 
' . ' {26)" Vellow on purple 

(27.) Orange on purple 
*(2^) Bottle green on orange 

(29) Emerald green on yellow 

(30) Oiange on yellow 





if ^ere is a -^ec^ daiS^r ia-^nie j^rocc^, use 
1^ letterij%. ^akf sura the cdo^ m agreeM^ 
and: w^di for ^lot chills m ^lim MsocmttDn ^ 
Eca^exOT^Jh^Ji^^ wiB loc* Strait on a 
green back^ound ftan it on a Ui;^ bac^ 
gr<Hind. Also a change of l^t srorer^i^es a cokn^ ' 
differe#^. A-%im^,pfodtt^ fa^oor$ un^ an 
drd^na^ !^t tmtb may whM mov^ 

tdoors or ey^ uirfif fiy^^^^m l^t. : 
yse goe4 ktttrii^ te^niciu^ 17^^ it is^ for a 
* fecial ef&€^, j»lan ^ile.tet6^b% ftat are 
c^M^atftlf , ea^y. v&iA^ a^^^^^ tell ywr nm- 
s^e^: A talk on foods^^^nd the ^ortd vm a 
Chin^^ style when yos^d^^uss ^aiiton^ foods. 
Sevend «medtod$ cm ^ me4 4o idd empha^ to 
certaii^w<^s y^r%tte^. A itoi^e'of ^tor 
has already be^n^nf^htioil^. Y w am id^ c^a^ 
the letter sty W aiwl siM, n^ a o^ttals^^Yoir 
can u^efline or for addition^ emp|hasis use a com- - 
bination .of ^erat technkiues, D|on*t ^^€rdd ii 

Be ^le 4o plan the finrf ^m^geinent of the^ :: 
Visual elements. For a talk ttis mefns makir^wex 
that each visual fttsln a.l€£tcal s^^^ with the > 
virbal me^ge. For a demoi^^atton ttiey should 
follow thephK^.* , 
/ For an exhibit or^ float they ^UHild fellow an 
overall desert ttiat iapleasrat^ harmonious; and ef- 
fj^tive in leading tHe wdten/^ to the central mes- 
sapV : _ ^ * . 

People ofterTwonder how many visuals to use^ 
a given presentation, thewi^er is amply as marty 



takes to do the job. Think back to ttie number 
of tim€^ yOT were bored by.^^g thelmie ^ide or 
picture on fee scr^ wttt^K;^fean^ for a minute 
w m<Mre, If ymi plan only bne id# per visual, 
it is seldom nece^aiy t^ le^^ it on for more tiian 
,tS to s^^ds. lii im ^ustrat^ tsdk with 
did^ the qii^tion^ **^y u^ one difc when, five 
wfll do?** fc u^^y r^evant.^f it't^g^wo niAtes 
tQ tah ab^tlf ^r^ trnftdrng y^^^e showir^ 
use 8 to XQ^v&^ y^ iBustm^. You may <^en wish 
to^have sev^al vli^als go t^. wtth<Htt comment In * 
an exhflbit^ ^ eniKi^ to tell the ^iry and^stiU 
ke^^ l^dod «fes^. One of the hi^iest compliments 
yw can receive is that ytmr visuals helped the 
me^j^ '^move." : . 

Hanmi^g, in is selectii^ fte visual aid or 
aids to atft ^emi^4^, fee audience, and the event, 
^is maidi« fliat ei^h visual fits the type of 
vl^tal aid setecttd. Fimlly, it is the ij^anmce of 
^ each visual and flie viiay ^di is combined for an 
"effective presenfetion, 

pT^ P^oduomg tti6' Visuals 

Some people. In woitog on a vi^l presentation, 
gatiier a lot of junk - flien try to tell a story tu go 
with the junk. TOs puWieation stiats with the 
•planning and preparation of the lAe^sage and moves 
on to the planning and pr^anition of the visuals. 
In'et^^roduction of and ofter^o tggtaphic 
vi^oM^lflow^ tfie^'^^lpsfions: 



ERIC 



IT 



1 , Get close, Hiei^ li mom fn^fatii^ to 

a viewer than tte of yew ftowm nmf^^^- 

ment whicli is.cOTi^Ietdy tost m $i mom. Tn^^ 
it should be *^own in it$ ^ttb^^t ttie ^tifig 
is the mantle, a taUe, Of u ^bU^ not die ^i^iole 
roon^. \ . / k 

1. Take ^ehd picture fromik^&^mkt anglts and 
di^am^ Show the arra^^ient in Ite i^tinf; then 
^6w it ^J^pAf fn)m hoA front and ^te..Get 
endum 4ides that are diifeient to cover the itoi^ 
tion. 

3, 1 ry to have each*p|ctt^ cover only Me pomt. 

4..Yw <^j6ftefiS^¥ that are ato^y 

m^^.^irf^ you ^miH ^oid i^yti^t^ j^^k^ 
ttoi^ pMures, ^^^^ftks. , , 
\ 3, Ji^:t ^ fteteres you mH ^pstty vm in fte 
P'^^taticm ^^^fidy. ^HiH &OW po^ stoff. If 
ffi^ody pm^ ^ pfctures, ^y*fl thi^ y(^ 
only tAe £Qod ^1^, , • 

Jn i^h^^^ p^h^ you^ ^ ne^ i different 
tet of t^nt$. Um^ pmpi^ just cannot let^ bt 
draw. You ut dowii in front of a pie^ of clean 
cardbo%d and hate t& put a mark on it for fear it 




will he wrong. When Imyii^^ supplies, i^et extra 
^papet or board just in case; YOu don't hsm^6 be 
ail artist to let^r. Tb^ are ^ikie^ to hetp^you. 
Stencils can be used if you ck^ i(i~ttie i^ing 
placef in the let^^ after you hi^e dutlii^ the . 
letter. There are other jettering guides in att Jcinds 
of si^es and styles. Be sure you buy the right size 
for the chart ym are m^&g. A ^tii^ of useful 
materials for ^fAfcsD^ be fomd in the appendix. 
Here.are some lips on making graphics: . 

1. a #3 ^lu^ft ^^^rcoal lay out 
v<ak in iidvanc^. Thk d^to*t hive to be de-1 

ki3^^ Just the ^i^nj po#l^ of ea^h eiement. 

2. For lettering, lightly lay out a top and bottom 
line ^ a fiide for a row of 4etters. A: third line 
idKHif flir^fij^ of tte distance up from die bot- 
tom Wm is he^ul fofr^ tq^ of tower cak tejtets. 
In fitting' in the letters use no.moit than 15 to 20 
letters per line with no more than S lines/ 

. 3.Try to work forrotc^ to bottom, so yM don't 
rest your ha^ on dmiplet^ wort:. Use a piece of ^ 
paper under your wrist so ^in oifs do not mar the ' 
surface of your board. 

*,4. If ymi can*t do precise w^rk, try stylized 
fibres. A real horse is hard to draw, but a stick 
f]^^ horse b eai^ »id often m<|Fe effectjhre. 
S. Cut-out figures from cons^ction paper are 
• often*ore effective and easier to fiTiaketlrimtria^^ 



to dra^ them4n detail. They can giued to a back- 
ground, used widi a flaiinelboard, or photc^phed 
for slide use. 

Visual production is often the most difficult part 
of the i^blk'' presentation. Work hprSn untalented 
person can be forgiven, but ^opm woric shows a 
lack of sincerity^Care enough to a your very besi. 



X - Pra^ttcifig the Pres^tattons 

This/i^ perils the most impoilantjaartof your 
work in prq^arii^ and giving a pi^bj^iH^ntation. 
Without practice it will be a roujk^^ umn^riied per-' 
formance. I%e great violinist, Fritz Kre^r, wa^ 
stopped on^tiie street in New Yc«k Qty a-hrfy* 
who ^ked: **How 4o l/get to Cait^ HaH?" 
"Practice, mad^, Prac^e," replied ttie vutui^ 
^f the violin. 

• |.^B<Hrrowing your own 4-ff^^an; *Td make 
the bes^t beWa:." To "le^ by doii^'^ n^ans 
plenty of puctk^. ^ * * 

2. To ac(paint ymtrsetf witii^yoW totti^g^entth 
tion. To 1^ how fte words sound to yQur. 
e^. Contimumt' pract^e ui^iinfe on your 
mind ^ tx^ot^ ^e^s^ iKf«&f mtt ^^ises^ 

, V you to s^pM y{»^ jmpiie. - 

3. To dis^^ ymt ^^^^U^^ and 
limita^sn. Piisictk^e^^^ y^ a^a^ ^ im^ 
prc^e y<mr Voc^ projection, ^^les, and 
f^iat expie^ns. • • 



4. Practice helps you gain confidence. As the pre- 
sentation becomes fainiliar, the various sec- 
tions start falliiv into place in natural order, 
becoming , habits. And tiiat is the ultin^ate 
goal of practice - to make a plannM^well- 
des^ned presentation se^ as natural as casual 
conversation. > 

5. Practice helps k^ you within time limits. 
This is unportant inwntest programs where 

- youoniy be penalized fw exceeding the time 
limit. Practice ending-about thirty seconds b^ 
fore your iime is up, allowing yourself a cush- 

* ion. - - 



B. ilowil0 P»cttce - . ( , 

HieFontfal^eech' _ 

1. Read ^ji^edt-aSoud^^tmr your outtine or 
stv^ times i^ile landing at a jymulat- 

^tA t^leiit. ^cOTd if pi^bie. ^ts to t^ the 
^sowd i^iA^s^^ {^^sand to ch»i^ any 
\ toii^e^tim^ xfifl^ult to prcdiounce 
wiwrds*/ " 

2. &tabU^ eye contact with people in every ^ 
1^ df the audknce as y cm pr^tke. 

3. Aft^ tte sp^^ tas b^(^»!i^ familim' to youi^^ 
mind'a^^i^; mark friacea where xou 
tOL^ em^a^ "wtii i^ti»^» ch^e of 
v^e ^tA m ,VQhOTe, a mpranent tpJsit ade 
of ^ i^^mim a f^^ixj^mxmy 

4. Rftear^ te^etdnf rad clc^^^io^^orize, 
If^is lh^^> sevoal 4imes pibre than the 
body <if tl]^ '^»eedh.\ 







\ ' flaciag Vm^h \ , 

nie lUi^fated Tidk aiid Deii^^^t^ 
""t. Follow Ae same suggestions for fonnal q>eech 
/ in feh^mi^ tte m^iio £»iM y<Hu: pr^enta- 
' tion. After yw h^e become f)ka^ with 
^^t ^CHi ^ gmi^ to ^y, add ytsuab and 
continue to refte^^ with idl t^our prof^ 
until you have a ^moth, wett-Jntepated 
presentation. 
2. ^actice piling the €^Is,^p<^ers, charts, 
, models, and othlMr pro{^ on ^ stage, this 
is extfen^fy h^p^tMt to^avmd emtm^ 
ment ^e0 ymi ^ .to unfold a stobbc»D 



Sft/bbcnEoitr. 




♦easel before a crowd or try to scotchuipe a 
d&:k vi^^ to a <^sty ch^Board. 

3. If you are u^ng ^es, pi^ictice ev^ry single 
I^iase erf ttk t^rat!o9* More prc^ams have 
been dis^t^ due to ujp^^ Am/n or turned- 

.^a^ound Sides tfian tot any dther«aspn..Wten 
pxesentii^ a slide program learn yoi^V material 
^ffidently to allow your voice to projfect 
strait <mt-iftto the audiefice in case there i& 

_ no microphone. 

4. Race yc»ir ^ai^ or posters on the easel from 
the ^e while iaUcing facing the audience. 
WMT TALIC TO A SCREEN, OR THE 
BACK OF THE STAGE, 

. 5. Use a ^rfrrter, not a pencil, or your finger. 
6. Practice before a mirror, watchii^ your hand 
and ^y^ mdtraients. HoM ol^ects, high 
^ilBjW^ to be clearly visible in the rear of the 
^^iditoHum or room* 

7Ja piaotice^ you4ie^ not c€«nplete the con- 
sttuctiOT or ^Qckmi <temonstration. How- 
ever, ^oiild always have at 'least one 
dres reheMsal with friends watching to cri- 
tk|ue your p^ormance. A^ them to fill out 
m valuation forni. ^ 

8. Always toie yim presentation in practice 
There n a t^ency, due to ftervousness, to 
XjsBk^too fa^ in formal ^edies and too slow 
in fflustrated talks and demohstrattons. 




%\0 T;???^^««f 

A. MfoM^ the eve^t. Final ch^kajp.^ 

l.In the'coiH^ of pr^aiing your pre^ntation 
ntake a ch^^ist of eveiy^if^ you wfll need: 
easel, projects, spdes, dur^-pc^tefs, extend . 
sion cofds^ ir^^dieels, masking iap^. iml tie-^ 
ftH'e you feave for iha check off each 
*item. " • ^; 

2. If you have not pfevioudy had tfie op|)ortunity ^ 
to try out tl:e faciUti$^.arrive early Md checlf . 
the acoustics, the l^tir%, th^ stage arrange- 



ment, put your^lf in the position of a member ^ 
of the audience. Sit fa theji^ack row withra 
"Triend in front of you and' check the sight 
lilies. Can you see the bottom of screen, 
tb^ table with. the model, the chart on the 
' easel? Is the room weJl-lighted? Can it be dark- 
ened for slides? Can you hear the system? 
Jbe lable for your demonstration should be 
' -the Tight height for easy movement in^han- 
dUng objects. Som4 4-H demonstrators carry 
: blocks of wood to make sure of this. These 
• ;Jblocks cair-^so be used to tilt the;#tal)le for- 
ward ^i^tly to mike for ea^er viewing by 
the . audience. ' * ' - - • 

3. If the affair is fffooB function - bpnquet or 
civic lunctieon - be sure there- is room for 
ycHir vi3uals behind the head table or ask for 
a smattSbte at the ^de.^The formal speech 
£Uid illustrate talk are usually more suited 
to t^ise functions than the demonst^tion. 

4. lind %e chairman or the person who will in- 
troduce you and ha^ }um a card (S" x 8*^> 

thi^ intrdductimi typed, double-spaced. 
Do not le^e this important choit to someone 
else! If you it is nece^ary, spell your 
niSie JHONETSCALLY and don't be embar- 
' ^a^ed if he a^s you to pronounce it foy him. 
i 5. Line up ywr vi^ais-Sd'^hat movement from 
one to tte next is acccpnidished w^QTfninimum 
effort and audience distraction. Cover visuals 
« ym don't want the audience to see ahead of 
tiine. 



6. Lifting your vmials property fan ^eatiy eti- 
bance.yxmr pfesentttioji. Make %httt is a 
place for -your. ISO watt ftoodl^f i^apw 
' yoer visuals. Also fn^&e sure it not shine 
' ' in the faces "of pe^le is the aadfence or on 
the stage with you. Often c^ored l^ts are ^ 
^used for apprticular effect. But the main rea- 
so n foj^ ^ditional Ifl^ting.is s mply to 
the audience see better. 
, . 7. Place your project<»^ in an aside or on a high 
tabl^o/platfwn soj^ople's heads will iK)t 
block the screen. Fill the screen ai»J make 
. " sure the picture is in focus. If you hmh tb 

$ move the projector before pnt^ your pre: 
* sentation; put a piece of tape on the floor to 
^ow exactly where^to replace it. Try to avbW 
turning on the projector when no film w slidfe 
^ is in position. This cau^ an'annoying whi^ ^ 
light on ^ screen; Have everything ready to 
go at the propVr time. 

8. Locate li^t switcTies and arrange for someone 
to operate them^Be- prepared for hIown^)ut - 
bulbs or fuses, 

9. If ym run^onr own slides ycni wiH have to 
stand by the projector. Vfith a remote con- 
trol you can be up front where you can be 
seen. If you use an overhead projjector, sit 
down next to it and face the audiefice, not 
the^ screen. B^^amiltar ^enough with your 
visuals to know what is being projected with 
just a quick glance. ! . .. 

The final element in the,presentatioh is you your- 
self. Your pacin|^of the words, inking the vitals 
at the exact time^ lettii^ the aa^i^e vtew toem 
long enou^ but nbt toq long, ii^ aB part of a good 
performance. Sometimes a ^npt is a^good Met. A 



sample fbf a ^^e^ow U include in the appendix. 

A YOU'RE ONt WIAT qO YOlTbO NOW? 

1. LcKdc.ii ttie person who intrc^uced ymj as 
iK^kncpMge ttu^ introduction. If you wi^ 
y^ iMy say **Tliink you'*. , . • 

2. For Wtoal affaift acjpHiwle<%e dignitarias^Jit 
the heM table oa- on tite^^Iatform.^iite down 
their names before the- went. the ^hair- 
tmj^ to guide you on pi^tocoL . . V 

3. LQoic at your audience ai^ snwle as ymx come 
on «K>nf and ranftdent Oon*t took down a< 
ycmr notes. This is om good reason Us mem- 

* c^mi^your introduction. Ycm move ri^t 
into ywi* presentation and hwe the complete 
attention of the audieneejtefore you have to 
refer to notes* 

4. Dof^^iief p your audience waitutg. State yoyr ^ 
\^ m^r parpo^s before starting a stwy. Let 

Xyoirr audience join, you in making the coI^ 
ItecHOT with the ^i|ted pujpc^. 

5. As you develop 5^our presentrton, vary the 
pace of your ^^ing; 4diangeJte pitch level,' 
mwe to the side of ttie lectern. §ome speakers 
dramatize mnjor points by wafting to the very 
ed^ of the platform, a^mii^ a confidential 
todb with the audience. This,ts a good device 
for the entertainment or pemiashfe ^ech. 
However^ it can overdone/ After your 
plantations jot down buickly any ideas for 
imprwement or chanp indjca^ by audience 
reafllbn to visuals, jokes, reference to political 
or rel^^ phil<^<vhy. ^ 

Give e^ {^eientatiou to ^di audience, l^e or 
m^U iii^erity^- enthus^i^ and enjoyment. 

qudit^ ai^ cont^^. YcAir wdience will 
get the me^a^. Good luck!! 



* / 
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APPENDIX 



A. Samirfe Introdilctions 

i f Use of current events and importance of topic 
to welfare of audience: •Thanfc you, Mr. Chair- ^ 
man. I can thilik o^npthing m<Mre impdrtant to 
discuss than the subj^t of air pollution. Most 

^ • of you had time to see the news befwe you ^ 
came to the mating this a^enii^ aiwl are 
of Ae tragedy of pdhiti<HKausing emphyse- 
ma in our community.** j 

2. Opening with a question: 

"Ladi^do yoi||»ave the shopping cart jitters? 
Have y<^lost ymir supermaricet driver*s Iteeme 
fOTsp^mg to m^^j or dn« lacu^ ^m]^ 
. toiletrt^ ai«l ^ndries? you cwuse our , 
new ^Uetin: "HOW TO BB A^OOD SHOP- 
PERr ^ 

3. Use of humor wifli refereru^ to tt^ occa^m * 

O^ m^m^i T^B^ y<m, Pa^^^w^ 
Hn, Mpns^Mr ftaelson, M^^ Wpcmf, 
Sister litotes mcmbm erf to f^d^^ii^s 
ai^ gen^fteii,;'! wa«^t too ce^rtatn of g^i% 
my introdiM^toiy ^Ei^rt^^»ei^i^t Be- 
isig of amsAtr faitit, Vm not too mm 
the tohifc ^ nwtto, »d tte dit« in your 
chun*^ 1 u»te*itf^^:ttewm^t file Holy 
Patef feh^ragfte^netowMe." / 

4. 0se of !uim<^ add^ to yow intoaAiction, 



i/ 



I- 



• # 



with reference to a preceding weaker. At a 
4-H rally ttie fifst q>eakep quoted Mattfiew:. 
^^5-13 "Ye axt the saltof the earth*% ending a 
speech m prikise pf youth projects. The second 
speaker quickly added the following, story to 
hts/>wn introduction^- 
"Tte bibli<»l quotrtion used by my good friend 
Dr. Patrkk also expres«« my own sentiments to- 
ward ,the$e youi« prople and their fine work^ It re- 
minds me of an mcident at a N$val base where some 
very charnlii^ ywing giri Entertainers were infro-' 
*&i<^ Jto the men by a navy chapl^n who ended 
hfe Warics wfth tiie^ wonis: ". . -,and|fte^ BWve 
youi« An^ri<^ ^5 are hyere to entertein y<Hi m 
spite o^fimi%danger$>nKy are truly the,s^ ofahe 
carm. Wlmt ^^ym ssy to that men?*' Far 1>ack ih 
tte tteatee i ymtig saStor touted: /*^ass the salt, 

5,4Jse of humor extemporan^msly* unprdf^ 
aflfef ^-i^ufmafl^ h^",st<rten' on# of the 
^id^^ s^ms about a sh^nkw -Thank 
you, Ifr. CtotiinanJ had a welWlam^ in- 
ti:oducticm to my ^>^h, indi 
. of 1^^^. tJnfortunate^ one 
beli^ toM m the lobby ^ 1 entj 
<^r iras abwt a d<^ aiw 
i lion! {WAVES OF tAUGHTER) 



_ 4p * B, Introduotlon Cai^ * 

4^ Piiblic ^s^tation ProgMm - IKTROIWCJIOT CAHEl Fom^Ml-B 




fa ccmple 
was. 
id and the 
mmntain 



Same: 



Club naAer 



County s. 



Tdplc Titles- 



Other projects I int6-.'esta anfl hobbies 



•9 p ' , 

Repeat. participsmt^s iMoae at iie btiA of yow intooducti 

Mditional infoimti<ms^ 1_— 




QrA& of i^^e^entatlom. 



/ ^ 



Ci Presentetion Outli&jfes " . ^ ' - . - ' 

• These oiitii^s ara atructured ©n the ba^ic principles ';pf public speak- 
ing, l^ie speg^iaaterial ^ in the left ioluran and the illustrations and 
\ f^aonstratlon instructions, in the right column, Jn inax^- presentat Lons tJie . 
same topic and illustrations can be adapted very easily foE a deaBbnstMLtion. 

aUd 



The f ollbwiiig vas givenwjj^^to^^^s^f ormal speech and an illustrated talk. 




— infiltrations 
1 .^artoon-fjrtlstraued shopper. 



2. Poster-Save Tips, 3ave Mcaw> ' 
/ ifejjnirate Worry, Serve Better 

_ M#etis • ' _ ' ^ - 

3»^S^ies slides or stilla -rfioif ^jcroan - 
dri^^i% to store, pushing cart, 
loading, unloading. * / 

4. Alf kitifliea,^ desk planning- shopping. 
^ Planning meals ."^ ^ 

-5T*Hu2ior - wowi^ waitii^ *t dCioi** in 
. the t^^t - to f ir^t store 
opens . / • 
^ ^ • . * * 

6. ^NMNN^ flyii^^way. Waaian grabMng 
at them. ' ' - 

* 

-Tr^CBian stut^ring pa&ages. 

8.. Stockii^ free^r.- Planning meals-. ~ 

9. Fix variety .of •foods on aitrac^iively 
decorated t4ble. 



- -• ' . 3 

Speech )&*£^ial 



lO^ Pamiiy a* table. 



I. Introduction" 

a; Hi^or - (juestion in " 
Btfq;>le ^4 * * • . 

B. Siate purpose - 4* major ' 
points. • ' , / 

IJ> BodyA , ^ 

A, Ss^-tij^. % 
1 . you sp^id 5 hours a vaefc, 

52 ^e]^ |Py^^-/ • 

fjBi^ iaie ads, listen x^uiio, 
watch *tv, plan meals, plan shoppii^. 
Dori^ t nm^ Svcm. store to* store. Go during 
quiet hoars • * * , 

B. Save lackey.* -* - 

t. ymi spend ^,000 a year for 
food and l^uarfiold st^lies. Cut this % 
.155^ and fe^'^self a^new hat! ^ ^ 

Gois^jare^pri^s - t^eck sizes L 
of packages, b^y bulk-stock freezer- 
* prepare only i^t* is needed - ^void 
leftovers. 

p. Serve better moals, 

1.. balfi^ce,d meals, '•^(j^ 
2. mo A' attractive* f " H 
3.. K^re variety* 



1 



'At the conclusion^ . ' 

11. Summary poster i - ^ , ^ 

9m^2. Series of four or five slides or ^ 
Pf blow-up pix of. woman -hapiJily 
' / ^reading ads - 

^ I ^ ' "Hnsnnmim • - . • • vhat to do 

I. ' iS money 
, '/ %- saved . . . 

' ■ ' ■ '*l3. Show woman ' looking at new hats 
in ad^— "I THINK I«EL GO 
SHOPPING!" ■ 




A. . Restate najor point" 

B. Final otatement. 

' Foll$A-/ these siinple piiggeoti-on^ i 
and 'you' 11 be a better buyer - you be^trr 
believe it! And tith all that time and^ ._ , 
rioney saved just thinjc how mch happier- 
you ij^ll ^be» ^ v 



Demonstratiybn instructions * . . Speech, Mater j.al 
/ Cole Slaw for Dinner Toxiight 



Hold tp'* cabbage 

,and \riDi» Cuft in wedges ea^ 
to handle, ^hred. 



^ Point to recip,e poster. 
Xdd seasonings - dressings* 

* 

Tos^ 

Gather used equipment cn first ^ 
t::ay and r^ove. 



Serve, garnish. 



Arrange one pxace settings 



Ppint to each it^ on poster. 



Hold one dish up from table for 
.entire au4ieii0e to see, . 



T.- Introduction. " . - 

Kinds cabbc^e, sise, firmness. 
What to do before she'dding. 

II. Body. * ' - - - ' \ 

Wash, trim eut wedges shred. 
Pood Value ^ • . * ^ . . 

Reasons for making ^asf '"^f ore . 
;^ serving. 1 * * ~:z * . 

Diffei^nt ways of shreddii^- 
Name' ingredients. • ■ ^ 

Edffer^nt WLnd^ of seasonings, 
dressings. ' , - ^ 

.> ^.^-JK^ria-^l^s in cectbinations (green 
pe^er,''*^€a^ots, apple, pineapple, ' raisiBs) . 
Keip clean as you work/ . , . 
When to se^rve / • 

Different, variations for garnishes. 



Correct placing of salsidr ' 

SUmmaiys • ^ ^ * * 

- Selection of 'Sabb^e. - ^ 
Steps in maMng, ^iredding, 
seasoning, iSsixing. 

/ ' 

Food value and liien to -^eTrve . 
' V6g:*iat'iona in ^ingrediejits - 



y 



How to serve. 



Slide number 

1 . Main Title^ 



2. Eo3r& Horse 



3. Hoof & Shoe 



4; Harid Feeding 



5, Thumb 



^ 6. Grooming 



7. Kicking 



8. Leading 



9. Boy. in front 
^ of horse 

10. ^inch * 

.11 • Boy falling 

12, Dismounting 



13. airl falling 

14. Rearing horse 



IV ^ COMMOK SENSE HORSEMANSHIP 
♦28 slides and ^ript 

* GommentuTy 



You and your h©i*se sper^ many happy hoxirs together. Your 
happiness depends upon your ^safety. A^id safety for the^'most 
part,' is jusu common s^nse. Common se'nse and horses gey 
together like a horse and saddle. L^3t me 'show you what 'I 
mean. - * 

Has this ever happened to you? Tennis shoes are unfit tor 
stable footware, THAT'S CCMMON SENSE. 

1 . * * . ^ 

Hand feeding your horsQ is neVM? a good idea. But, "if you"^ 'I 
must do it, be sure your hand Jb^ open flat* 

"OUGH"- This is Wiat can happen .vhen you don't use" common 
sense. 

When grooming, work' close to ycur horse. Stand to. his side, 
"^alk to him to remind him you ^e there.'* 

Don't. tstke chances-- That's Common Sense. 

When leading your ho^se , walk on "bj-ie animai ' s left side 
holding the lead shank in-ttie ri^t hand/\he remaining 
portion of ther strap is in the left haiid. ^ ^ 

Gareless leading habits might result in your being stepped 
on, or you might even.be bitten in the back.. 

Always check your cinch or gir-Ui before mounting, OR.^ ^ , 

YouK carelessness may result in serious injury. ^ 

And viien dismounting, be sure to take your left foot out 
"ot the stirrup before yoU' slide down. . .or.^. . 

You might hurt yooorself . 

Each horse has a different way of acting with strangerp. 
ilpprpaah a ?5trange horse \d.th caution. . .let him get. to 
kaow you. "(pause) Common sense can protect you from dan- 
ger. Crnimon "Hmwef^^c^an prevent injury to your horse too. 

.V 
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S 



.fence 



16 • Ribbon op 
fence 



17, Gate 



is; Hoof 



19. Horse & 
tree 



20. Stop sign 



'21, Truck 



22, Bojr 



23. Private 

property 

24. Bull & rideT 



25, Common sense 
horse 




If your* hbi:se is u^amlliar id.th -tlhf location of the 
pasture, he might be badly injuJ'ed by wire accidents. 
How could we prevent an accident like this? (pause) 

Warn your ho3?^e by tying strips of material to the wire. 
He can see the- strips- much easier than the wire. Old, 
- plastic" table clotte-make excellent strips-. 

When you leave your horse in thd pasture, check and maKe 

sure that the gate is securely fastened. It's no fun to 

find your horse in the garden. ^ ft " 

. ^ 

Is the shoe on tight? Are there my objects lodged under 
the shoe? It's just good horse sense to check your horse's 
feet BEFORE AND AFTER riding. 

Never tie your horse .by the 'reins. Remove his bridle and 
replace it with a halter if^^w plan to leave him unattend- 
ed. Your horse's safety is' at stake. 

Sensible riding habits are not* "sissy" • Even tjie most mild 
mannered horse may be frightened by traffic, dogs, etc. 
Try to educate your horse to these things by letting him 
get used to them gradually. Observe all traffic signs. . . 

or. *. .pay this price for your carelessness. 

This boy will have a lo^ walk hoHte, and a heavy load to 
' cairy. . .because he was careless. 

Respect private property. Always ask permission beforo 
* riding on private land. , _ _ 

There may be unexpected danger awaiting the trespasser 
' of private land. 

I have given you some^ suggestions concerning safe 
^ horsemanship. This is just a beginiiing - the' rest is up 
to you and your good common sense. 



/2 
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SAl^iPLE^ SPEECH OUTLIlIE^ - STAIP-ARD FORI'; 



I. Introduction ' 

A. Attention-getter. 

B. Subject Sentence - Statement, of Pui^T^se^ 
G. Transition phrase. ^ ^ , j ^ 



/ 



II. Body : . ' 

A. State three of four major purposes. 

B. ' Supporting statements. 

C. Develop main purpo'^ses.* 

- 1. Chronologically, categorically. 
2. Historically. - ^ 

a. Dates, places, people in history. 

D. Develop other piirpose^. 

1.: ^ - . 

2 : 



(D- 



(a). 



III. Conclusion - %^ _ 

A. Summary. ' ^ ^ ^ 
« 1* Reatatemeiit of ^jor purpose. - 

2. Dramatic support- Action step. 

3. (three points usually sufficient) i 

B. Courtesy ending. (On time is bestlj ^ ^ 
1 . Thank you or spme' other courtesy Is ''i^rways optional; 



C. Sample Research- -Card 



\ 



Topic: **How to be a Good Shopper" 



1 . Counting member ads - 4 times 
as many Thiirsday as ai^r oiiher 
day. 

2. Food ads mostly f act-not 
sensational. Prices big print .'^ 

3. Staii^s - prizes bit. 



I - A - I 
3-10-70 

Lib. Local ^ 
Newspapers 



Suggested Visual 



Use a differenrt card for each bit of fesearch. The 
first line of code in the upper right corner tells 
you ""that this information will be used ifi the in- 
troduction (I) in we first part (A> and the fir^ 
statement (1). ( 

Another bit of mfarmationfrom this same source 
might be^ide^l for another spot in your speechj^^f- 
h£q[^ a closing statement. It wouH be coded: (UI) 
A-B-orC. 1,2,3. 

When you fmidi your reseai^h and start sorting 



your cards all l^our ideas ^ill fall into place from 
these coded fit^tfln^. 

Hie ^cond lint b the date you ^^irched. TTris'' 
is important. Bool^mi^i^^^ new^i^rs are not 
always kept te the ^^^j^m spot in a library. 

The i^xt l^s wffl^^^^yoitr ^orthand 
to jdentfl^^^ ^j^^^^K^^^^^i'^d. 

TTie lower fior instant 

ide^ abcmt a ^^j^^|^t#f to your 
^ntttion. ^^^i^M* __ - 



E. Sam J|| of Tides , , 

A catchy title can add sparkle to your speech. 
As soon as you have selected a topic (not neces- 
sarily the title) start "brainstorming" for a snappy, 
interesting title. Ask your friends to join in the fun. 

Here are some^ sampler from recent State events: 

* 

Topic: 
4-H sor^ 
' How^Mnix paint 
Conservation & recreation 
Raising bees for profit 
Home furnishings 

Training seeing eye dogs ^ 
• Horse care and training 

Title: 

Sing Out for 4-H 

R^nbow at your Fingertips 

Fun in the ^rest 

You Can BSnk on Your Bees 
^Picture Magic with fabric 

Our Cto^Has Gone to the Dop 
« Happiness is a Healthy Hearse 



F USEFUL MATERIALS FOR GRAPHICS 

Cardboard - 22 x 28 inch ppsterboard is widely 
ivattable. It wOl cut into four 11 x 14 carj^s. 
Meuium diades of green, blue, and yellow are 
good colors. White sliould not he used. 

Pencil - #5 - Use it U^tly or the ^rface of ttie* 
card will be indented and will show after the/ 
-sline is erased. 

QiarcCml<:;Thin sticks of sof^^ are very use^ 

M in preBroiiiary layout of cards. Era^ easily. 

Eraser - Art Gum - Doea not mar cardboard if used 

, judiciouily. Will erase i^tv lines well without 
polishing or mming the card surface. 

Pgn Pomts - Speedball Sertes D Easiest to use^ 
and keep cle^n. #0 for 2 inch ^fte^fot^r Tor 
I inch letters* * ^ ' " 

Penholder ™ Get one that is ea^ to hold. Get one 
ftat hoWs the point firmly. 



- Ink - Bl a ck dra wing4nk, often called "India Ink" 
is readily available. Use the dropper for putting 
ink in^the pen point-. KEEP BOTTLE CLOSED. 

Ruler - Almost any kind will do. One 18 inches 
long is useful. ^ ^ 

Adhesive ~ Rubber cement is useful for many 
things. Will not wrinkle paper. May darken 
colored card if it is smeaxed beypnd the edges 
of the piece being glued. 

Maskihg Tape - Often used by draftsmen for fast- 
ening paper to a dr&wing board. It may pull the 
surface off cardboard unless used with care. • 

Tracing Paper - Useful for initial layout. Experi-r • 
ment on the paper instead of the c<|tttA^d. 

•Construction Pape^ - Packs, of as^rted colors in 

^ most S & 10^ stores. It is often easier to cut out 
and stick do^n a square* circle^, and rectangle 
than to cQlor it in. ^ ' 

Poster Colons - Tempera - Readily av^aWd^in a 
number of colors. =A small jar of white, black, 
red, yellow, blue and pe^^aps ^een will ^e . 
most of your needs. 

Brusties Come iir a wide^ variety of sizes and 
shapes for a variety of purposes. Might* try a # T 
and a #3 to start, althou^ sizes vary with the 

y brand. Make mi^ they will come to a pomt wl^en 
wet. A square tipped #4' or #6 lettering brush 
may prove Mseful. ^ 

LETTERING DEVICES 

^Draftsman's Lettering Guides - Generally give too 
^fine a line tot, good vidbilit^ with visuals. Takes' 
p^tice to use. 
S^wdters Guides - Better visibility buLthereiire 
probtems with the writing, part of the system^^^ : 
Useful with cai^. ; \ 

Cutout l?€tters(gr XJsefub for many purposes. Stick- \ 
ing them down can time consuming. Generally \ 
only capital lettei^^ivsilable. 
ISienctt-Gufles— Iwxpen^^ Relatively time con; - 
fuming. iStSfe-slioafd be traced'^and then filled 
in solid so they doifu^t^Iook like stencil letters , 
\ which lend to be hard tds:^. Useful for large 
work. \ 
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Martin Luther King - I Had a Qream - Washington, D. C. 1963 " 

Adlai Stevenson -iVf «ce/on* 1964 ^ ^ 

* Douglas MacArthur - West Point and Washir^ton, Farewell Speeches 

Edmund Burke - In Defeme qf jhe Colorues ^ 

Cicero ~ In Defense of Cataline 

Abraham L^oln - Secorulinaugural Address * 
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Acousttos 
Allegory 



GLOSSARY. 




1 fh^j^Qfii^ of ^und t^t doils with production, transmi^ion, cor^ol.^and 
^orsound. V; 

l^ng symbolic fibres to repre^nt human conduct or experience. Captainr f 
^b and tnfe white whale in Moby Dick. The Pilgrim*s ftogr^ by John ^ 
Bunyto. . 



» 



AlUterafion Repetition of initW ^unds in mo or moft* nei^boring words or syllables 

. _ to create sp^a! emphasis or attention. y 

*""^ * / ^ - - 

^ ^ , ^ • Used in s(N^h tinning to impravie enunciatioil and aiticulSition. ~ 

\ "Thwpha^ Thistle thrust thr^ thousand/fltistles through- the tWcl^of 

^ . m tteimb." ' / ' y , 

* Aer Kpcr pkflted a peck 0f picklc^dipeppe«|." 

: ^ ■ ' • . • 

^tkrulation £xj>]^ng.founds disttncUy ^ clearly. 

Auial P^lai;tfi^to tte ear. Audio^ torium. i • 

Unauort l^ing tH}th earn. Music or sound ent^n^g botp ears. 

Qmlkbimf Any hard smooth surtacel usuallj^lack, green, or brown upon which chalk 
* *\. be u^. , ^ * 

,Copy %e|>roce& of photopairtugg artwork^ Mtrti^^flp^ 

^lotopa^ jor ^^ tmni^Mcy . Many remitre jpecii! "^^^p equipmSi 

Dtctten N^e c^ce ^ ^ of tte r^t wordslo expre^ ywr ^ow bp^dened 
ta mean ^^ul^, prtmim^&rtfon^ and coimtfuctiofi ml^^di, - 

Pad A \sm mi ^ Ptpe^t mv^ ^i^ m p^^ » flip 

^Jl eMrts or cfadk brardi. • - y^^i'^ - 
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Enunciation The mode of utterance in regard to fullness and distinctness or articulation. 

Pronouncing or articutating each syllable dearly. The fading voice or the 
"blurring df final syllables U considered poor enunciation^ 

The science of the origin or derivation <5f words; prefixes and "Suffixes. 



Etymology 

% 

Eupfiony 



Exhibit 




The harmonious effect of a succ^sion of words having a pleadng sound. 
Used by 't)oets to paint inspiring word-pictures. 

"The curfew tolls the knell of luting day • 
The lowing Jierd winds slowly o'er thp^lee 
The plownian homeward {dods his Weary way , 
And leaves the world ^o darkness and to me,*' . 

— &ay's Elegy 

A visual aid, i^ually comp<^ed of i»cturA and graphics with captions, which 
pr^nte a m^sage in the time it takes for a viewer \o walk by. May be 
manned' or unmanned^ . - > 



Iboird A fiat surfa<|e^wA a i^e of flannel stretch^ oyer it upoti whicTi visuals ^ 
cln be maAc Tito visu^ ate uwatly graiAites^ {^etlerfng ^"oduced 

on pap^ or «^|^»ni-to wMcIi a flocking mattriat ^ att^ed to hold the 
to the bwd, - - , _ ' 

A vtei^ u^i^y ^WQi ca^HH^id of any com^m^t ^ze lippn which 
^aphto m ^intai Jge dirwn w ^intirf. Sev^ ffip ctartsi^n be used 
t<^her to form *M^ii^?e. 

An exhiUt ttat gp^ tte aiictt^ce^i^nnot get ch^, stands still. 
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Lexk:dn 



Exi«r^^ the opp^e ^the lit^ iwamng. ''Tliefe'sliothfaig he won't do 
fora *Mdttaft'sMt wtattedo^^ — nothing" * _ > 

An undesiiaUe ^wttoii ac^v^ when the screen is higjter than the 
proj^lliLl^ H^m imag^ is wld^ at tl^ top than tta^bgitom. Can be. 
avoids a h^^ p^^dn stands or by tilting jfcelop of , the screen 
tovmtf the prc)^ect«. , ^ ' / 

Tlie lUctionan^. A coOecticm of words, tl^ meanings luid pronunciation. 



I^p ^^me a 

^ IS^I also hold 
" luive a l^okim^ria 



1, ex^^ it ^ told t^S3&$sym^ very ^cti^dy and 
^^ec^ The b^d ti^ a loop cloth, ^nd the visiiak 
ftttacl^totiimn. 



Magnet Board A metai b^4l u^/is a flann^bmi^. The vm^ to the bcwdr^sMi^ 



IMnamd 



A or' phrase ^Mitog one o^ect as ha^ng the di^^teristics of 
anotli^. "Ti^ ^p tiie s^.* • 



IMftT^Mly fine l^kisic r^»fded for one ^eptwe d^tin^^n. Also 
^<N^cS on one ttifc ' • W 



^ v^mM torasi^Md^^t ^fP jpi^ted in w^m the 

iJ^^^t iup^iy^jHyi 15^ TM ftefiAIrd 
^^^hA^ tt litan^^ & pi^^l^ff^t mMis mm& (f]^) and 
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Oimiiiilopoda l^ of words whose sound suggests the sense of sound of tiling being named. 

• **T%^onj, bong, bonging of Big Ben/* 

Oral ^ From the mouthTSp^h^nd from the mouth. ' 

PMegyric An eulogistic oration in Witing:Ff^mal or elaborate praise. 

ntoneme The -basic unit or sound £»nlly of American jj?e«:h. The'-word SAD* has 
three phonemer. S.A D. American En^ish consistrof abour 45 phonemes. 

Phonetics^ The study and systematic da^fication of sKnind ntade in spoken utTerance. 



Rionetic 
Speffing 

Phonics _ 
t%otogia|di 



Alteration of orfinary spelling to indicate pronunciatipn, Wionetic 
(FO-NEH-TICK> species CSPEE'SHpfeZ). 

The sclem^ of ^nd. 42^^ syi*em^4rf teacMng be^ners to read^and 
I»ronou9ce words by idipnetic values and groups of words. 



/m iX^^ of ^y ^ze usi^y on i^per made by a chemical photographic 
pftK^ for dif^ viewing. ^ _ 

A aid tiiaf does atout^e saiw Job ^ an exhibit*(attrtcts attention, 
pre^^^^i^) compel of a dng^e lette^ gniphic. Must be (^nipTete 
^to i^f. _j- ' * . 

A di$i*Qr dence fw directing l^t thmu^ u tonsparency to produce an 
enlai^rt in focus in^e on a f«fte;tW€ fttrface ^c1l» a s^^fen. Projector?i are 
made to h^te nrn^MraMpsuency ftwn the :8mm ihbtion picture 
nd^Ml^ to Itm 10 % 10 tech m€^^ p^ector. Some projectors are r^ 
niotely cwti^W^ that tf^ iroy be opiated (slide ctonge and focus) 
from |my frfat^ fa the room. 



ftommdaticHi Hie act of spring 



^ correct articulation of a wonl. 



H^.skiU of orderly,^eloq^nt and arti^r-^c^^on in speech or literary 
competition, u^ly wth in^nt to sway" oth?S^^one!s^own point of view. 



of caustic language to belittle an opponent. 

**With for your fiieirf, who needs enemies?* 

* - • 

Omipa|ir^ two unlike thmp, ^ 
**Cheeks like roses '* s 



Sarcasm 
Smule 

Tranq^iicy Al^ called eel oroide. A reveml film ima^ for projected viewing. 
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